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[bookmark: _Toc89898629]Introduction 
“Skill is an ability to do an activity or job well “(Cambridge dictionary 2021). There are different type of skills, but In this assignment will be described only the employability skills.
Employability skills or transferable skill are important for everyone because it helps them to understand the workplaces and develop the skills that they need to get in a certain job, learning them is necessary because most workplaces ask the candidates to have them based on some circumstances. These skills can also be useful because it helps you to get in to job you want easily or without any extra trainings.
In this this assignment will be use the feedback received the task 1 assignment draft and the feedback received from completing the activities, individually produce a reflective report on how the learning in this module has helped myself developing a range of employability skills: Time management skill, note taking, written communication skill, finding information/ researching skill, critical thinking skill, presentation skill, digital skill, team working skill, planning, and organising. Also some question about the case study about Donna, her time management problems and how she could overcome them.
The Gibbs reflective circle will be applied in this assignment.
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“Managing yourself is a key aspect of managing study “(the study skill handbook). In a day we have 24 hours and is important that you use this time wisely and complete all the tasks that you have to do. Most people struggle to do so and they end up wasting their time or leave everything last minute because they do not use the right tools to manage their time. 
In the case study Donna has to submit her assignment oncoming Wednesday, she wanted to start her assignment on Friday but she realised that she left her notes at work and couldn’t even find a pen to write because her desk was messy. She started reading but then she went out with her boyfriend. On Saturday she went on practice, on Sunday she went on church and atter that on her uncle’s house. So in the end she only had Monday after work and Tuesday night. On Monday she also woke up late because she forgot to put the alarm on and she also arrived at work late.
How time management could help Donna:
How time management could help Donna to submitting her assignment. To make sure she submit her work on time she could use 4D for time management. The 4D stands for Do, Delay, Delegate and Delete. The week that she had to submit her assignment had many things to do: the assignment, hangout with friends, play softball, go to the pub to celebrate, go to the church visit her uncle and aunty. 
The 4D is table used to manage daily tasks, it helps you to put them in a order from the most important such as the assignment goes in the “Do” section, the tasks that can be done later on like practice goes in the “Delay” section. She had to hangout with friends but she could have gone another day and that goes in the Delegate section. For going to celebrate and going to her uncle’s house but it was not an important thing so she could have put that in delete section. 
[bookmark: _Toc89898631]Note Taking 
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Description
“Taking notes is of uttermost importance in academic and commercial use and success. Different techniques for note-taking utilise different cognitive processes and strategies. This experimental study examined ways to enhance cognitive performance via different note-taking techniques” (British Journal of Educational Technology (2008).
Taking notes is very important, you cannot remember everything what a teacher has said in the classroom so note taking is very useful because these will help you what you he/she has talked about. It also going to be useful when you have to do your assignment because you will have all the information you need to complete the tasks and you don’t have to waste the time doing online researching, ask your classmates or watch again online lessons.
There are different type of note taking methods: Mind maps, tabular note taking and question and answers.


[bookmark: _Toc89898632][image: ]Mind maps
“Mind Maps were popularized by author and consultant, Tony Buzan. They use a two-dimensional structure, instead of the list format conventionally used to take notes. This makes information easier to remember, as it's held in a format that our minds find easy to recall and quick to review.” (mind tools)
Mind maps is usually used to take notes on a peace of paper or sometimes on computer as well. Its very effective because it helps you remember and revise fast. The use of highlighters and different colours helps you easily detect the topic that you are trying to remember. In a mind map you highlight the key points and you add a small description, use lines to connect to other topics. It is easier to make a mind map on a computer because you can find some programs that give you already an example of map and you only have to fill the gaps.
[bookmark: _Toc89898633]Tabular note taking or the charting method
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“It is an ideal method for notes that involve a lot of information in the form of facts and statistics, that need to be learned by heart. The information will be organized in several columns, similar to a table or spreadsheet. Each column represents a unique category which makes the rows easily comparable.” (goodnotes).
This method is very effective when you have a lot of information to memorise or compare fact, write similarities or differences. Also this method is not suggest to be used in class because it takes a lot of time to produce. Its useful when you have to compare articles or etc.
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“The technique we‘re referring to is called “Cornell Note Taking”. It is a system for taking, organizing and reviewing notes and has been devised by Prof. Walter Pauk of Cornell University in the 1950s.“ (goodnotes).
To use this method you have to divide the paper into two columns, the left one it has to be at least 30% and the left side 70%. For last leave a little space at the end of the page. The left side is used to write the key points or questions, the right side is used to answer the questions and for the main notes. In the end the column at the bottom is used for conclusions.

How note taking helped me:
These were different type of note taking, not only one of these is effective but you have to use more than one to create a perfect one. I also use these methods, when I am in class I use maps because they are easy and quickly to create when I go home and I rewrite my notes I use table or the Cornell notes to put all the information together. 
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Description 
“Good teamwork is essential for high performance in any business or non profit organisation. Certain features of voluntary organisations and charities make developing teamwork even more important. As well as enabling better performance teams can bring other benefits.” (NCVO).
This is the most common skill that a company wants in all their employees because in a workplace you need to know how to work in a team or as a group, you will have a lots of chances to work with your colleagues.
Working in a team its not easy and you have to face a lot of challenges such as:
1) Unclear roles allocations, every person have their own tasks to do in a group but some people don’t understand their what they have to do, as usually happens they might do their work wrong, this leads to a failure for the whole team.
2) Different capabilities, everybody have different skills and some of the time the task that a person has received is out of their capabilities and they feel out of place or being exploited from the rest of the group.
3) Different personalities, everyone are different and not everybody have react the same in a certain way to a certain situation. Because of this in a team it is hard to work with different people, some of them understands quickly but some of them don’t. some stays silent and others like to say what they think. All these different personalities leads to conflicts as well and in the same way they should know how to avoid them.
4) Poor communication, not communicating with other team members becomes very dangerous because if team members are not talking to each other they don’t know what the colleagues are doing. Not communicating at the beginning it even more worse because you don’t know what is your task, what you have to do and the team is not organised so everyone does whatever they think is right. 
5) Poor leadership, every team has a leader, the most important person that leads everybody else, keeps everyone on track. Make sure the work is done on time but if he doesn’t do his job properly and doesn’t care about the team members, this kind of behaviour affects the goal and the whole group in a negative way.

How team working has help me:
At the university I had the chance to work as a part of the group many times. All the time I had different experience and always new things to learn.
The first time I worked in team everything was perfect, we were all communicating with each other and at the end we did a great presentation. The second time that we had a project to do, I was in a group where I was the only one that hasn’t participated to the project because I didn’t give contribution, it was my fault, but all my team members were talking in a foreign language that I did not understand, so between me and my colleagues was not a communication. I have learned that I should talk more and make sure everybody listen my opinion and let my other teammates know that I did not know their language or tell them to speak in a language that I can also understand.




[bookmark: _Toc89898636]Gibbs reflective circle 
“Gibbs reflective circle was published in 1988 by him in his book “learning by doing”, it helps people to learn from situations that they experience regularly, especially when these don’t go well” (learning by doing, 1988). 
It covers 6 stages:
· Description: Submit the first assignment 
· Feelings: stressed and also excited to do the assignment. 
· Evaluation: the computer’s battery died but has another chance to do again my task 1
· Analysis: I did had a lot of time to complete it but still done the assignment last minute because of some computer issues.
· Conclusion: could’ve start the assignment earlier and saved a copy 
· Action plan: I will have to do more assignment in the future so I have to be more organised.



[bookmark: _Toc89898637]Conclusion 
In this assignment has been introduced what is the task 2 about, used the feedback given by the teacher Yohan Mendis on my previous task 1 and the activities that has been done in the classroom to produce this piece of work and learnt what was done wrong in the previous task and not to do the same in this one. The employability skills has been described in general and added citations as well. A reflective model has been used, which is the Gibbs reflective model, explained what it is and what criteria it follows.
The assignment also include a list of some employability skills (time management, note taking, team working) has been introduced each one of the skill, described it, where it comes from, how does it work. Which criteria you have to follow. Added my own experience and how these have helped me improving my skills and developing new one.
I have also talked about some of the bad experience that I would like to outline with some of my classmates, when I talk about team work, I have also added in my “how team working skill helped me”, that in one of my group presentation I was in a group where everybody were talking in a language that I did not understand. 
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